Job description

Your role will be to support the Fundraising, Development and Communications Officer.  

Your main duties will include:

· Undertaking research for funding applications.

· Undertaking other research, such as liaising with beneficiaries to collate a record of the impact our work has on their lives.

· Organising events, such as annual sponsored runs and possible one-off initiatives.

· Maintaining a computerized and a paper database of information.

· Drafting letters to funders and other organisations.

· Helping to think of creative ways to promote our organisation.

· Helping us to get the best from our existing forms of advertising.

· Helping to answer the office phone if needed.

· Taking on other tasks in liaison with the Fundraising, Development and Communications Officer.
Person specification

Applicants need:

·  Good communication skills, such as the ability to write letters and newsletter content clearly and to a high standard. Also a good telephone manner and the ability to persuade someone verbally.

· Good research skills, preferably gained through a formal qualification such as a degree or training programme.

· Good computer skills, including a familiarity with Word and Excel. Experience of working with computer databases would also be a plus.

· An experience of, or an aptitude for, organising events (including promotion).

· Experience of working in a small team towards a common aim.
· Sympathy with our aims as an organisation. Demonstrable previous charity experience or interest would be a bonus. In particular, a desire to help vulnerable older people get their independence back is important.

· A positive, ‘can-do’ attitude. While your general duties will be clearly defined you will be expected to take on additional tasks as and when they arise.

Do not feel that you have to meet all the criteria- we are more than willing to consider your suitability for the role.
